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ENTERING A TYPING TEST SCORE 

 
 
Entering a Typing Score 
 
 

 
 
 

Figure #1 Toolbox 2.0 Speed Button Bar 

Step-by-Step: 
 

1) Click the Test Score Icon. 
 
 

 
 

Figure #2 Testing Mass Entry Screen 

Step-by-Step: 
 

2) Click the Test Entry tab.  
 
 

 
 

Figure #3 Testing Mass Entry Screen 

Step-by-Step: 
 

3) Select “Clerical” from the Category dropdown list. 
4) Select “QWIZ Typing Test” from the Test Name dropdown list. 

4 
3 

2 

1 



Created by Phil Young 2 Version 1, July 31st, 2008 

 
 

Figure #4 Testing Mass Entry Screen 

Step-by-Step: 
 

5) Enter the seeker SSN in the blank. 
6) Enter the “Gross” and “Errors”. 
7) Accuracy and Net will populate automatically. 

 
 
NOTE:  You can enter multiple seeker records from this screen.  

 
Viewing Scores Using the Test Score Icon 

 

 
 

Figure #5 Seeker Screen 

Step-by-Step: 
 

1) Access individual seeker record. 
2) Click on the “Test Score” icon. 

 

2 

7 6 

5 



Created by Phil Young 3 Version 1, July 31st, 2008 
 

 
 

Figure #6 Test Screen 
WorkKeys/Clerical Scores 

Step-by-Step: 
 

3) View typing scores in the “Clerical” table from the “WorkKeys/Clerical Scores” tab. 
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Viewing Scores from the Job Seeker Record 
 

 
 

Figure #7 Seeker Screen 
Desired Job Title Tab 

Step-by-Step: 
 

1) Access individual seeker record. 
2) Click on “Des Job Title” tab. 
3) View scores in Clerical Test area in the lower right of the screen. 
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